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NONAPPROPRIATED FUND POSITION DESCRIPTION JOB TITLE: Procurement Clerk

POSITION NUMBER 01-0092 JOB SERIES: 1106 PAY LEVEL: NF-2

Summary of Duties:

Provides clerical and technical support to assist purchasing agents, contracting personnel, and buyers. Typical work
of position covered includes: preparing, controlling, and reviewing procurement documents and reports; verifying or
abstracting information contained in documents and reports; contacting vendors to obtain status of orders and
expedite delivery; maintaining various procurement/purchasing files; resolving a variety of shipment, payment or
other discrepancies; reviewing commodity category levels from Merchandise System Reports (printed or computer),
physical levels in retail areas, warehouse, and generating purchasing documents for superior's approval; carrying out
input into computerized system on vendor and purchase order data; or performing other similar work in support of
purchasing programs and operations, such as researching customer complaints on damaged products, identifying
possible point of origin, and assisting supervisors and patrons in complaint resolution.

Performs other related duties as assigned.

Minimum Qualifications:

A minimum of one year experience in responsible support work in purchasing or in a related clerical field.
Knowledge of purchasing procedures and operations preferred. Knowledge of business mathematics. Ability to
operate a typewriter, calculator and personal computer. Ability to communicate orally and in writing.



